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Ohjectives

Understand the CAPP Manual'Siimportance

Unaeerstana’ the CARR Viantal's pulfpese
Eind the CARPR Vanuallonl the: Internet

Review! the CAPPVanual's; structure
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Wiy 1st CAPP Impertant te you?

Gives; authortative guidance: on fulfilling
ACcounting pelicy’ anal procedure: mandates.

Covers related systems; that DOA manages
(CARS, CIPPS, EINDS, EAACS, and others).

95 YOUI te: comply. Witlhr the 1aw:

95 YOUIe aveld Breaking the: law:

S shileld you and yeur agency. head fifem
persenal iy
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CAPP PUrpose

Puklished: by DOA 10 provide authortative
ACCOUNING policies; anad procedures
applicanie terall state agencies and

INstitutions.

Required by Coder ofi Virginia 8 2.2-805C.
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Code of Virginia

Section 2.2-803(C:

The Cemptroller shall maintain: a full explanatioen
of all systems of accounting’ devised and
adepted In furtherance ofi this section ... the

Systems off accounting shallfbercommunicated by,
the Comptreller te the: officials affected therehy,
and e shall as'spen as pessikble instruct the
fficials; as e ther systems ofi accounting.
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CAPP Manual Location

he Commonwealtih Acecounting Policies
and Precedures Manual isfavailalele in
= pdi fermat freoni DOA'S Wel site —

Fhe manualfs electrenic format (Adoke

= pdi) allews hypedinking andrautemated
Searcning.

Electronic updates are: availanie
Immediately.
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CARPP VManual \We Page

Click oni“CAPE Manual* link te; display’ the
Jrable’ of Contents.

Click oni “Update Number” te view! the

transmittal letter.

Click on “CARP Manuall Status Summany”
10 view: a listing With: AUMBEr of pages and
|ast revisien: date’ ofi all topIcs.
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CAPP Manual \Welh Page

QO © HNREAKG P9 X% = -LJA B -

Commonwealth of Wirginia | Gowvernor Skip to Content | Web Policy | Contact Us L5

5 = T
i s ﬁrg[ﬁb-gov _;jEnter search text here

Home > Adrr strative Services

Home Commonwealth Accounting Policies and Procedures (CAPP) Manual
Site Contents

WELCOME! !
General DOA L CAPP Table of Contents

e = - i : : © CAPP Topics in Alphabetical
Administrative Services The CAPP wanual documents the policies and procedures associated with the & s

“ CAPP Manual Commonwealth's centralized accounting and financial systems. The manual consists of 150
) topics and spans owver 2400 pages. All topics are located on-line in portable document
# Ling of Duty format (.pdf), except for ane which contains lengthy report samples (see below).
¥ Puhlications
An alphabetical list by topic is also available.

" Strategic and Service Area

Elens CQyestions about a topic? Respective E-mail contacts are provided.

¥ Reporline
For further detail about the Manual's structure see CAPP Topic 10105, Structure of the Manual.

State Internal Audit

Financial Reporting Updates

General Accounting
Human Resources CAPP Update 75 - State Trawvel Regulations (January 2006)
CAPP Update 74 - CARS (December 2005)

CAPP Update 73 - CARS (Movember 2005)

CAPP Update 72 - CIPPS (June 2005)

Information Resources
Management

Payroll Operations & Charge

Card Administration
Status Summary
Payroll Service Bureau

The CAPP Manual Status Summary provides current revision date and page length for each topic.

Topic Off-Line

‘:ﬂ Local intranet

Department off Accounts




CAPP Updates

Each agency. must designate: an AgEney
CAPE Manual Coordinator.

DOA willf netify the Agency: Coerdinator
When updates are posted to the wel.

A distributien ISt ISt maintained 1y DOA'S
Electronic Publishing Unit (804-225-5051).

Notiiy: ther Electronic Publishing Unit eiff any.
Errers oI preblems withr a topic leadingk
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Structure

Tihe CARPP Manual consists; off 3! VolUmes:

m /ol 1L — Policies andl Procedures

x\0
m VO

. 2 — Classification; & Coding Structure

. 3= Autemated System Applications
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Functions

Each volumerss divided Inte ilnCtions:

Volume Eunction No. Eunction Jitie

il

10)0)6]0
20)010)0)
50000
210]010)0)
50)60)0)
610)0)00
140)0)0]0

OVeRiIew

GeneralAccolunting

Eixedl Asset Acceunting

Leaver Accounting
PayroeliFAcceunting

Classification’ and Coding Structure

Automated System Applications
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Sections and Tepics

EUnctions are divided Into; SeEctions.

Sections: are divided 1nter one: or more
IOPICS;

Each page header shews the topic and its
COIresponding velume, function, and
SECHion.
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Standard CAPP Page Header:

Volume No. 1—Policies & Procedures TOPIC NO,
Function No. 20000—General Accounting STATE TRAVEL REGULATIONS
Section No. 20300—Cash Disbursements Accounting November 1, 2004
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Majer: IHeadings Within Tepics

opIcs are organized OVeRiew,
consistently Policy;
iAreughoeui the
manualfy: standard
neadings.

Procedures
Internal Controls

Record Retention
Not all standard

; : PDOA Contact
neadings appear in a :
topic, only. the Subject Cross

applicable enes. Reference
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References
CAPP Manual IHeme Page

CAPE Manual Organization; and Strtcture

CAPP opIcs — Alphabetical Listing

CAPP Jiepics — Tlable of: Contents
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Contacts

804-225-3051 — voIce
804-371-8587 — facsimile

UL S, Vail:
Electronic Publishing Unit
Virginia: Department off ACCOUNTS
P. ©O. Bex 1971
Richmond, VA 23218-1971
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